CBAS File Drop Web Portal
Training Module

Presented By: CDA CBAS Branch
Date: June 16, 2017



Overview

Internet-based application

*Works with all web browsers, including mobile
devices

*Encrypted to meet HIPAA compliance standards




Submission Process Overview

* CDA will notify providers via email of submission
requirement
e July1andJanuary 1

* Providers will log in to the CBAS File Drop Web Portal
e Select and upload an Excel PCR file

* CDA will analyze PCR submissions for data accuracy and
quality
 CDA staff will contact center staff for clarifications




Submission Process Overview

* If PCR is approved, an email indicating that no further
action is required will be generated

* If PCR is not approved, an email indicating that a need for
resubmission will be generated




Submission Required Notification

ACTION REQUIRED: Participant Characteristics Report (PCR) (CDA CBAS 293) Submission

cbascda@aging.ca.gov

Sent: Thu 6/8/2017 11:07 AM
Smith, Adam@CDA

Cc CBAS@CDA

ACTION REQUIRED: Participant Characteristics Report (PCR)
(CDA CBAS 293) Submission

The next PCR submission for Sample CBAS Center is due to CDA by 07/31/2017.

+ PCR forthe enrollment period of June 1 - 30, 2017, is due to CDA by July 31. The PCR should not include any participants
enrolled after June 30.

+« PCR forthe enrollment period of December 1 - 31, 2017, is due to CDA by January 31. The PCR should not include any
participants enrolled after December 31.

The current reporting forms, training, and other reference materials are posted on the CDA website under CBAS Forms and Instructions.

Access the CDA CBAS website at:
www aging.ca.gov/ProgramsProviders/ADHC-CBAS/

Contact CDA at:
Email — CBAScda@adging.ca.gov
Phone — (916) 419-7545

DONOT REPLY TO THIS EMAIL. THIS IS AN AUTOMATED SERVICE AND RESPONSES WILL NOT BE MONITORED.
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CBAS File Drop Web Portal

e Accessed via direct link
 https://cbasfiledrop.aging.ca.gov/

 The CBAS forms webpage

 http://www.aging.ca.gov/ProgramsProviders/ADHC-
CBAS/Forms/Reporting Requirements/

@ Participant Characteristics Report (PCR) (CDA CBAS 293) (Rev 06/16)
See reporting guidelines table below.
© PCR
© PCR Instructions 5
© PCR Training "
© FAQ T
© PCR Submission Checklist 75

CBAS File Drop Web Partal
© CBAS File Drop Web Portal Instructions T8
© CBAS File Drop Web Portal Training 5
© CBAS File Drop Web Portal Training Webinar Recording #
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Submit Your PCR
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Log Into the CBAS File Drop Web Portal
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User Credentials

Usemname

Password

Forgot My Password

BacktoTop  Conditionsof Use  Privacy Policy ~ Accessibiity  Contact Us
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Select Center from Dropdown

COMMUNITY-BASED Logged in as
Ve CBAS
GOV

ADULT SERVICES

Select Center ‘ Sample CBAS Center
Sample CBAS Center

Please submit a Participant Characteristic Report (CDA CBAS 293).

Step 1: Browse for File
SR Upload File

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us
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Click “Browse for File”

COMMUNITY-BASED Logged in as
Vs CBAS
SOV
. ADULT SERVICES
Select Center ‘ Sample CBAS Center v

Please submit a Participant Characteristic Report (CDA CBAS 293).

Step 1: Browse for File

SRS Upload File

BacktoTop  Condiionsof Use  Privacy Policy  Accessibilty — Contact Us
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Select File

@ Open

3 i

= ' » Training Madules
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File name:  Sample CBAS Center PCR June1-30 2017
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Click “Upload File”

COMMUNITY-BASED Logged in as
v CBAS i
GOV

ADULT SERVICES

Select Cenfer | Sample CBAS Center v

Please submit a Participant Characteristic Report (CDA CBAS 293).

Step 1 @ Sample CBAS Center PCR June 1-30 20175k

X Remave

BacktoTop  Conditions of Use  Privacy Policy ~ Accessibiity — Contact Us
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File is Received

COMMUNITY-BASED S
/ / CB A S sample.user v
.GG ADULT SERVICES
Select Center | Sample CBAS Center ,

Please submit a Participant Characteristic Report (CDA CBAS 293).

The following file has been previously uploaded:
Uploaded:  6/8/2017 11:16:29 AM
Filename:  Sample CBAS Center PCR June 1-30 2017.xlsx

[fyou upload a new file, the file will get replaced.

Step . Browse for File
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If You Would Like to Overwrite File

COMMUNITY-BASED Logged in as
Vo CBAS
S0V
. ADULT SERVICES

Select Center Sample CBAS Center v

Please submit a Participant Characteristic Report (CDA CBAS 293).

The following file has been previously uploaded:
Uploaded:  6/8/2017 11:16:29 AM
Filename: Sample CBAS Center PCR June 1-30 2017.xlsx

If you upload a new file, the file will get replaced
o () -
ECESN Upioad File

Back to Top Conditions of Use Privacy Policy Accessibility Contact Us
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Once PCR is Under Review by CDA

COMMUNITY-BASED Logged in as
/ CBAS sample.user -
GOV

ADULT SERVICES

Select Center | Sample CBAS Center v

No PCR submission is required at this time.

BackfoTop  Conditions of Use  Privacy Policy  Accessibilify ~ Contact Us

Copyright @ 2016 Stale of California

COMMUNITY-BASED

CBAS

ADULT SERVICES




Approved Notification Email

Fom dhascda@agng.a.gov Sent: Thu68/2017 1131 AM
o Snith, Adam@C0A
(c (BASECDA

bubject.— Information Only: PCR Approved

LSl |

No Further Action i required for Sample CBAS Genter
Contactyour CBAS Branch analystif you have questions or concems.

Contact CBAS Branch
Email - CBAScda(@aaing.ca.gov
Phone- (916)419-7543

DONOTREPLY TO THISEMAIL. THIS IS AN AUTOMATED SERVICE AND RESPONSES WILL NOT BE MONITORED.
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Not Approved Notification Email

From: hascdal@aging.ca.gov Sent: Thu6/8/201711:23 AM
To Smith, Adam@CDA
& CBASECDA

Subjed:  ACTION REQUIRED: PCR Resubmission

LSl |

Your CBAS Branch analyst has identfied emors and/orinconsistencies wih your recent PCR submission for Sample CBAS Center,
Contact your CBAS Branch analystif you have quesfions or concems,

Contact CBAS Branch:
Email - CBAScda@aging ca.gov
Phone - (916) 4197545

DONOTREPLY TO THIS EMAIL. THIS IS AN AUTOMATED SERVICE AND RESPONSES WILL NOT BE MONITORED.
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Forgot Your Password

* No need to contact CDA

* Navigate to the CBAS File Drop Web Portal webpage
* Click “Forgot My Password”
* Enter your email address that is associated with your

account
* An email will be sent to you with a link to change your

password




Forgot Your Password

al

CALIFORNIA
DEPARTMENT OF

Forgot my password
Please provide the email address that is associated with your
account. You will then receive an email with instructions on how to

reset your password.

Email

CBAS




Forgot Your Password

From: do_not eply @aging.ca.gov Sent: Thu6/8/2017 11:12 AM
To: Snith, Adam@CDA
(c

Subject  Reset Your Passward

= £

Hi adam smith(@azmg ca gov,

Arequest to reset vour password has been received. This request is only valid for 30 minutes
Reset Password
[£ you ignore this message, vour password will not be changed

[f you did not request a password reset, please let us kmow,
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Changing Your Password

* No need to contact CDA

* Log into the CBAS File Drop Web Portal
* Go to My Account
* Click Change password
* Follow the on-screen guidelines for password formats




Changing Your Password

COMMUNITY-BASED Logged in as
/ C B AS sample.user
»' o)
ADULT SERVICES
Manage your acc
Logouf i)
Select Center Samp\e CBAS Center v

No PCR submission is required at this time.

BacktoTop  Conditions of Use  Privacy Policy ~ Accessibiity — Confact Us
Copyright @ 2016 State of California
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Changing Your Password

Change Password
0Old Password
New Password

Confirm New Password

Passwords must be 8-30 characters long, and contain at least three of the following attributes:
Uppercase letter, Lowercase letter, Number, Special character (|, @, #, S, %, », &, *,?, ,~, - .,,)
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Account Updates

e Complete the CBAS File Drop Account Action Request

Form

 http://www.aging.ca.gov/ProgramsProviders/ADHC-
CBAS/Forms/Reporting Requirements/

e Submit to CBAS Branch general email

e cbhascda@aging.ca.gov

* CDA will confirm via email once changes have been made
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Account Action Request Form

COMMUSITV ISR

AGING  cgasFiLe DROPWEB PORTAL LGB,

ACCOUNT ACTION REQUEST

SECTION A. Center Information
O New User Account [ Disable User Account
O Changes to Existing Accounts

Center Name:

MPI:

SECTION B. New User Account

Mame:

Title:

Email address:

SECTION C. Disable User Account

Mame:

SECTION D. Change(s) to Existing Accounts

Current User
Mame:

Current Email
address:

Type of O Email Address O Mame Change O Center Employment

Change: O Other (specify):

Change:
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CDA Contact Information

California Department of Aging
CBAS Branch
1300 National Drive, Suite 200

Addresses Sacramento, CA 95834

cbascda@aging.ca.gov

516)415-7545
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